GET CONNECTED TO NVWG OFFICE 365 WEB PORTAL

Getting connected to the NVWG Office 365 Web Portal is easy. It requires NO SOFTWARE
INSTALL, NO CONFIGURATION OPTIONS, please use the following instructions to login to
your mailbox.

Sign in with your work or school account

1.) Navigate to http://office365.nvwgcap.org/ cseseesen
The page will look similar to the image on the right:

Can't access your account?

2.) Enter the value located in the Office 365 Username field from the email
received. Don't have an account assigned by your work or school?
3.) Enter the value located in the Office 365 Password field from the email e
received.
4.) Click on Sign In

Update your password Everyone is required to change their password upon logging into the system the first
Vou need ta update your password because this is the first time you time. The image on the left is what you will see:

are signing in, ar because your passward has expired.

: 4.)  Enter your current password
JenAest@cangcap.ers 5.) Entera NEW PASSWORD please note that it must be 8 characters, and be
[ complex which means it must contain (3) of the following items

- Upper Case Letters
- Lower Case Letters
- Numbers

- Special Character

6.)  Click Update Password and Sign In

You will now be presented with the screen Don't lose access 1o your account
on the right. This is notifying you that extra information is required so that you can
recover your password should it ever get lost. Everyone is required to setup at least ONE john.test@cawgcap.org

of these on the original sign in.

Add information to your account so you don't lose access if
you ever forget your password.

7.) Click on Set it up now

8.) Select your login name and password click Sign In 1o QU 3G Sgn i with 2 aifferent accourt

Mare information

don't lose access to your account!

To make sure you can reset your password, we need te collect some info so we can verify You WI” be presented Wlth (3) items — you must SetUp at |eaSt (1) Of these
secure. You'll need fo set up at least 1 of the options below. now. You can do the rest later. But it is strongly suggested that you setup

0 Authentication Phone is not configured., Set it up now eaCh Of them now.

0 Authentication Email is not configured. Set it up now 9) Click on Finish when completed‘

0 Security Questions are not configured. Set them up now



http://office365.nvwgcap.org/

Next a screen requesting that you select your time zone.

& look
10.) Select the appropriate time zone a‘ OUt OO

11.) Click on Save

You will now be logged into your mailbox. It is suggested at this point to use the

‘ English (United States) ~
following links to learn more about the product.

| (UTC-08:00) Pacific Time (US & Canada] v

(® Save

Office 365 Learning Center
https://support.office.com/en-us/article/Office-365-training-396b8d9e-e118-42d0-8a0d-87d1f2f055fb?ui=en-US&rs=en-US&ad=US

Office 365 Training Videos
https://support.office.com/en-us/article/Office-365-for-business-training-e990f8ff-56d7-450e-ad9f-74ae8718ef09



https://support.office.com/en-us/article/Office-365-training-396b8d9e-e118-42d0-8a0d-87d1f2f055fb?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/Office-365-for-business-training-e990f8ff-56d7-450e-ad9f-74ae8718ef09

